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MBMORANDULS FOR_ALL EMPLOYEES 


‘ Minctrcan leer prawn i ARP ieee Sibi center a 2G 


Number | — Subject Date | 
: es LT | 
| STATIN The Bonanno DaehoRN PSO HOON CS ee canst iba alc GM Ds Tien. 
23 » Community Chest Drive ~ es 4 Nov. 7 
2h - | First Annual Meeting of CIA Federal Credit 16 Jan. 8 
Union . ». a 
a5 CIA Federal Credit Union 21 Jan. 18 
26. Sustaining Fund Campaien for the National 9 Feb. 48 ; 
. e 34 Symphony Orchestra Association : 
27. Volunteer Blood Donors. 121 Feb. 48 
28° ss Certification of Membership in the U.S. July 48 
Civil Service Retirement System 
29. Community Chest 5 Oct. 48 
STATINTL30" Destination of Services Officer, oA 8 dan. 49 
1 nn 
32 Second Annual . Meeting of CIA Federal credit 19 Jan. 49 
Union. ; 
33 Special Dividends on National Service Life SL Aug. 49 
: Insurance » (Services Personnel ) 
34 ‘Government Unployeas areal one no: July 1949 - 
35 | iumeh Periods | 30 November 1949 
36 Government Lmployees Heelth Associntion 
Annual Meeting. ’ aa _ & Decomber 1049 
27 Third Annaul Weeting of CLA Federal Cree at 20 Jamary 1950 
STATINTL peas | 
he 38 Letter from Admiral Hillenkoetter on his 
departure from the ageney : * None ; 
a9; ranch Chiefs and Employees from. 29 Sept. 1950 
on leavin: the poneteon of ) a 
Se Chief, Services Division | i 
ho Christmas greeting, Dec. 1950, £ from Gen, 21 Dee, 1950 : 
at Smith to the Head and members of each ~~ : 
CIA activity 7 | 
: . et ‘eo dbds 2 Se - Unauthorized diseeeure of classified material 12. Jan. 195). 
he ee ss ae Fourth Annual Meeting of CIA Fed, Credit Union 2h Jan. 1951. 
- TS ee fe “Instruction of all employees. in Services not | we : aes Gia Ae e 
we pe «to have their personal mail sent to the agency. 29 Jan, 1951 3 
hs ee ee re Ser . ; = a me s ae nee 
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ie INDEX (CONT'D, ) 


MFMORANDUMS FOR ALL PERSONNEL, | 
emer 


! Nutiber | Subject Date 
ye 2 Timer gency Fvacuation Plan for ageing a Tee February 1951 
“North Bide. ae : ; 
hs -. Chauffeur'ts Code - kee | 16 May 1951 : 
L6 ‘Res Regulation ae .....:. | 11 June 1951 © : 
for Unvouchered Foreign Trave ers STATINTL 
47 Movement of Machine Records Branch | 9 October 1951 _ : 
48 Notice to keep all employees informed | 3 August 1951. 
. of Agency's policies and procedures 
49 Fifth Annual Meeting of CIA Federal Credit Union 15 January 1952 
50 Closing Credit Union Office on 30 April 1952 2h April 1952 
St a New location of Mach.Rec‘ds Branch 10 April 1952 
52. Sixth Annual Meeting of CIA Federal Credit 
-. Union. Election to fill vacancies on 21 January 1953 
‘Board of Directors created by expiration . 
of terms, | 
Ba Parting message from Walter B. Smith, Dineston 
of CIA, to All Personnel, 9 February 1953 
oh Chkistmas greeting for W.B. Smith | | -- 
- 55 Message to all personnel from Allen W. Dulles, 26 Feb, 1953 
ee on assuming his duties as Director of CIA a . 
56 “Message to all personnel from C.P, Cabell, 
nee on assuming his duties as DDUI . 23 Apr. 1953 
57 | Administrative Sup lies and Equipment = 1 June 1953 
(Economy Progr an) . | . i | 
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~ 10 February 195) 
MEMORANDUM FOR: EACH EMPLOYEE OF THE GENERAL SERVICES OFFICE 


As most of you know, the decision has been made to 
abolish the General Services Office and to divide its functions 
between the Offices of Logistics and‘ the Comptroller, 


I wish to express my most sincere appreciation for 

the loyalty, energy, and support which each of you has given me. 

in the performance of my responsibilities as Chief of the General 

Services Office, I urge you to give your new superiors the same 

loyalty and support which you have given me; and I am sure that 

each of you will derive the utmost in satisfaction, friendly 

personal relationships, and the opportunity to progress within 

the scope of your capabilities and the opportunities that are - 

available, ; STATINTL 
Since I will not be sable to ses each of you personally, 

I wish to extend, in spirit, a warm hand-shake, a pat on the 

back, and a word of thanks for all that ou h 
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a Se security Information 
| . . 1 June 1953 


MEMORANDUM FOR: ALL Employees of General Services Office 


SUBURCY s " Adwinistrative Supplies and Equipment 


| 1, A progran is being initiated by the Logistics Office in accordance 
H with CIA Notice [RM to cffect greater efficiency and economy 
| in utilization of administrative supplies and cquipment. 


. 2. All officas have been asked to cooperate with the Logistics Office 
eS in the accomplishnent of this sbjective, and, in doing so, to attempt to 

- reduce the cost of offige supplies and equipment per person without handi- 
= ; capping in any way thq productive effort, It has been requested that the 

! oe following points be brought to the attention of all employees: 


a "Cost consciousness" should be the uppermost thought of all. 
; PP & 
vr employeas in utilization of supplies and/or equipment, 


b, Administrative supplies are for your use in the performance 
of your dutics, 


a c. When drawine supnlies ask for only what you need and use 
. what you are issued, Do not t hoard supplics, 


: . da. A desk and office check to return exciss supplies and 

Pe. ao aa equipment to supply coannols will be conducted in the near future, 
All employees are requested to cooperate fully with personnel 
assigned to this function, — 


pany. Tear 2 3. ALL Division Chiefs and supervisors in the Ganeral Services 
‘e4 Office. ara directed to neriodically inspect the practices of employees 
! -. under their jurisdiction to assure that they do not accumulate or store 
unnecessary or uxcessive quantities of supplies, The Building Supply 
Officers are responsible for maintaining adequate stock levels of common- 
“use items to meat normal requirements. 


| lu. General Services Offiec will cooperate fully in this conservation 
34 . program and the cooperation of all omployes equcs ti a 


Chief, General Services Office 


| 

| 

} 

| 

| . RESTRICTED 
. ; Security Information 
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RESTRIC TED 
Socuriby Information 
. 1 June 1953 


MEMORANDUM WOR: ALL Employees of General Services Office. 


SUBINOP: Adiinistrative Supplics and Equipment — 


1. A propran is being initiated by the Logistics Office in accordance 
with CTA Notice Pe to effect grvater efficiency and economy 


in utilization of administrative supplies and equipment, 


2. All offices have been asked to cooperate with the Logistics Office 
in the accomplishment of this objective, and, in doing so, to attempt to 
reduce th: cost of offige supplies and equipment per person without handi- 
capping in any way the productive effort. Jt has been requested that the 
following points be brought to the attention of all employees: 


a. "Cost consciousness" should bs the upparmost thought of all 
employees in utilization of SBUPPLE OE and/or equipment, 


b, Administrative supplics are for your use in the performance 
of your dutics. 


Ce When drawing supnlies ask for only what you need and use 
what you ars issued. Do not) hoard st supplics.s — 


ds cai desk and office check to return excess supplies and 
equipment to supply ciannels will be conducted in the near future, 
All employees: are requested to cooperate fully with personnel 
assigned to this function, 


: 3. All Division Chiefs and supsrvisors in the General Services 
Officer are directed to periodically inspect the practices of employees 
_under their jurisdiction to assure that they do not accumulate or store 
unnecessary or excessive quantitics of supplies, The Building Supply 
Officers are responsible for maintaining adequate stock levels of comnon- 
use items to meat normal requi.rem monts » 


lh, Genoral Services Office will cooperate fully in this conscrvation . 
program and the cooperation of all omployces is requested. en 
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RESTRIC TED 
security Information oo ; 
lL June 1953 
MEMORANDUM FOR: ALL Employees of General Services Office os , 


SUBUECT: ~ Administrative Supplies and Equipment — | 


25X1A 1. A vrogram is being initiated by the Logistics Office in accordance . | 
. with OTA Notice o effect greater efficiency and economy | 

| 

| 

| 


in utilization of administrative Suppisce and. equipment, 
é, All offices have been asked to cooperate with the ioaeeice Office 
in the acconplishmant of this objective, and, in doin so, to attempt to 
reduce the cost of offige supplies and equipment per person without handi- 
capping in auy way the productive offort, Jt has been requested that the - 
following points be brought to the attention of all employces; 


a. “Cost consciozusness" should be the uppermost thought of all 
employees in utilization ar epee Ee and/or equipment, . 


b. Adninistrative re are for your use in the pon ormenee 
of your dutic: 


ec. When drawing supplies ask for only what you need and use 
what you are issusd, Do not hoard su | supplies. 


d. A desk and office check to return excess supplies and 
equipment to supply ciiannels will be conducted in the near future, 
All employees are requested to cooperate fully with personnel 
assigned to this function, | 


3. All Division Chiefs and supsrvisors in the General Services | 
Orfice are directed to periodically inspect the practices of employees 
under their jurisdiction to assure that they do not accumulate or store 
unnceessary or uxcessive quantitios of supplies, The Building Supply 
Officers are responsible for maintaining adcquate stock levels of common- 
: . use items to mast normal requirements. 


h. General Services Office will cooperate fully in this conservation 
program and the cooperation of all employees is requested, ce 


ervi.ces 
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Sceurity Information 
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RESTRICTED | 
Security Information . 
1 June 1953 


MEMORANDUM VOR: ALL Employees of General Services Office 
SUBIC s Administrative Supplies and Equipment 
25X1A | | 
‘1. A vropsram is being initiated by the Logistics Office in accordance 


with CIA Notice es «.: effect greater efficiency and economy 
in utilization of administrative supplies and equipment. 


- 2, All offices have been askad to cooperate with the Logistics Office 
in the accomplishuant of this objective, and, in doiny so, to ‘attempt to 
reduce the cost of offige supplies and equipment per person without handi- 
capping in any way the productive effort, Tt has been requested that the 
following points ba brought to the attention of all employees: 


a. "Cost consciousness" should be the uppermost thought of all 
employees in, utilization of supplios and/or enuipment, 


4 b, ‘dninistrative supplies are scp your use in the performance 
Eek isl of your dutiss,. : 


Cy When drawing stipnlies ask for only what you need and use 
what you are issued, Do not hoard st 1 supplies, 


d. A desk and office check to return excess supplies and 
equipment to supply cuannels will be conducted in the near future, 
All employees are requested to cooperata fully with personnel 
assigned to this function, 


~3,. All Division Chiefs and supervisors in the General Services 
Office are directed to periodically inspect the practices of employees 
under their jurisdiction to assure that they do not accumulate or store 
unnecessary or oxcessive quantities of supplies, ‘The Building Supply 
Officers are responsible for maintaining adequate stock levels of common- 
use items to meet normal requiremonts, 


4. General Services Office will cooperate fully in this conservation 
program and the cooperation of all employees is requested, LY 


peo) Q5XAA. 
. | | Chief, General Services Office 
{ 
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es Clos ©) GONFIDENTIAL 
: a pee Security Information 
a | 10 April 1952 
MEMOR‘NNUM TOR: ALL Administrative Officers | | : | 


~ PROM + Chief, Administrative Service 


1. This is to advise that the Machine Records Branch, | 
Administrative Service, formerly located in ce Building has” 
been moved to Wine 7 of "yt Build‘ ne. 


; 2. Mail addressed to this Branch should be forwarded to 
Room 1701 "I" Building. The telephone extension remains the . ‘ 


same, 3756, 
25X1A 

Distribution: 

Office of the Director . 

Director of Training ~ chrono 

Inspector General . | Mach.Rec'ds file 

Deputy Director (Intelligence) Memoes. to all pers, / 
Office of National Estimates . 

Office of Current Intelligence copy to all Div. Chiefs 


=. oe Office of Research & Reports 
Office of Scientific Intellieence 
Office of Operations. 
| Office of Collection & Dirsemination 
; Office of Intelligence Coordination 
| 7 Deputy Lirector (Plans ) 
eomainice Gens 
Office of Policy Coord! nation 
Cffice of Special Operations 
Technical Services Staff 
a Deputy Director (Administration) 
| Inspection & Security ; 
; General Counsel — on i 
Audit Office - oy _— | 
Personnel | 7 | 
Comptroller 
ne Medical Staff 
le ~ Procurement & Supply 
Ble te CFenoral Services Office 
ai ' Administrative Service 
Organization & Meféhods Service 


CONFIDENTIAL 


Security inforination 


. 
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6 May 1982 
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PROM 


| 

| 

| . . : &, 

. TEMORANTIIM FOR: ALL Administrative Officers 
| Chief, Administrative Service — = ae | 
i 

{ 

} 


RETR ENOT : Menorandum dated 10 April 1952 to All Administrative a 
7 officers from Chief, Administrative Service, poeeeey : 
location of Machine Records Branch. . a 


Tt is requested that subject memorandum previously unclassi- 
fied, be classified CONPTITNTIAL, 


STATINTL 


Distribution: Same as original 
its es — memorandum dated 
A ce 10. April 1952, 


Mash. feeds ft10 ae, 
Nences to all — | 
Original weno 

seri fied an ehove, 
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C4 CoG RESTRICTED 
a | | CIA FEDERAL CREDIT UNION 


8 | | 
: - Washingten, D.C. 
: ah Apri1 1952 


: — SUBJECT; Closing Oredit Union office om 30 April 1952, 


1. For the purpose of makclrye an audit, the two Credit Union 
Offices (Room 200 Central Burlding and Room 2201 1 Building) will de 
ae Closed on 30. April L952, 


é. Deposits planed fur the Last day of April should be presented 


on 29 April. Credit Union Ofiiews will be prepuved to avcept thu, as 

; well as transact any othe busluess, between 1OGC hous une L50G hours. 

. 3. All members of the Credit Unton who have not picked up thelr 

new passtooks should du su pron to the date of the audit. — os 

4, The Credit Union Orfice presently lo Room 225] 7 Building wild 25X1A 
: be Lecated in Room LO&O I Buiiding, eftective 1 May 1952, 

{ 


i 7 ea ; EDWARD R. SAUNDIRS 


Pres ident 
DISTRIBUTION NO, 5. 
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~STATINTL. = OLA PRDTRAL CHEDIT Wrtow é 
, . b 


Veashington, 0. C. 


15 January 1952 


SUBUNCT: Putt Annual Meeting of CIA Feceral Credit Union. 


1. he Fifth Annuel Meeting of the CIA lederal Credit Union 
W111 be held Wecnesdoy, 30 Jenuary 1952 at 3:30 pem. in the Inrectors 
Conference Room of the Administration Bujlding. | 

ae At this time the officers willl submit reports covering the 
activities of the Credit Union for the calender year 1951, 


ties ad fn elee~ 
tion vill be held to 411 the vacticles created by the expiration 
of the tems of the following: = | 


| | Board of Directors 
STATINTL 


Ittvvard R. Saunders 


3. All members of the Credit 
present. Other interested civilian employees nay also attend. 
ever, only Credit Union members are allowed to vote. . 


t Union are especially urged to be 
How= 


STATINTL 


EDVARD R. SAUNDERS 
President 


DISTRIBUTION s M11 CIA Employees 


A etre nytt earnest meter tee eet tone 8 
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CONFIDENTIAL 


MEMORANDUM. 


3 August 1951 


1. Reports have been received from various parts of the Agency 
that in many instances personnel who should be apeormed are not aware 
of changes and additions to CIA Regulations. - 2 


: eee es 2. While it is not intended that a sues CIA Manual be main-. 
tained by each segment of every Office, it is intended that oa11 personnel 
who need to know be kept adequately informed of the Agency's policies 


and procedures. — 


' 3. To accomplish this, a method already employed by some Offices 
is suggested, namely, route copies of revisions and changes in CIA 
Regulations through ‘various segments of the Office before they are 
plored in oe CIA Manual, : ; 


4, ‘Te additional copies of CIA Reoulations are desired to im- 
plement the above, the Management Analysis Office, Extension 792, should . 


be contacted, 


oF age Sa ye a. ey, hi. 


»  25X1A 
{ ty 
i /6 Lprce Qf tee. Aer. AA hers 
| | 
i q Oh emt oy , 
a Plo yg tbe feebrt bn Lil. 
, 
fe | 
| : CONFIDENTIAL — ee 
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9 Uatober 1951 


MEMORANDJM FORs All Administrative Officers 
FROM : Chief, Aduinintrative Gervices 


1. Thig ia to advise that the Machine Records Branch, 
Adninistrative Services Office, formerly located in L Bullding 
a hag been moved te Wing 6 of Temporary J Building. 
STATINTL . . | 

a 2. Hedl addressed to this Branch should be forwarded 
to Room 1601, Temporary J Building. the Chief, Machine 
fecords Branch, may be reached temporarily on telephone 
- extension 3120 pending installation of permanent telephone 
service. His parmancnt telephone extengion will be 3756. 


Distribution: 

Office of Director 

Deputy Director (Plans) 

Deputy Director (Administration ) 

Adviser for Management 

Office of Epecial Operations 
Office of Policy Coordination 


Office of Operations oe MEW sLrv 

Communications cc: Chrono ; fe 

General Counsel Machine Records File 

Inspection end Security - Chief, Machine Records Branch _— i 


Office of Collection & Dissemination 
Office of Hesearen and Reports Memos to All Personnel File 
Office of National {stimates . 
Office of Intelligence Coordination 
Office of Gurrent Intelligence 
Office of Selentific Intelligence 
Training Office 
\ BP Comptroller 
Ie 6s | Medical Staff 
fi .- Personnel . 
y Procurement ea, 
Adsiniestrative Services 
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He 7 | Off Iaemorandum « UNITED STATES GOVERNMENT 


‘TO : Administrative Officer — DATE: 11 June 1951 i 


ROM =: Chief, Administrative Services| 


: SUBJECT: Request for Unyouchered Foreign Travel Orders 
STATINTL pap OTA Regulation ; 


l. Upon receipt of this memorandum requests for unvyouchered 
foreign travel orders or amendments thereto will be submitted on Form 
36-207,. epprover March 1951, “Regueey for Unvouchered For eign Travel 
Orders." 


2. This form mst be ‘piled out completely in accordance with — 
the nature of the travel, in triplicate, and routed to the Transportation 
Division through Covert Personnel Division after necessary approval. 


STATINTL 


1 
£2 
r 


ee | Attachment: 
Form 36-207 
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SECRET 
DATE 


REQUEST FOR UNVOUCHERED FOREIGN TRAVEL ORDER — 3 


NAME GRADE AND SALARY TITLE OR RANK AND. SERIAL NO- CHARGEABLE PROVECT 
Com] STAFF EMPLOYEE OFFICIAL STATION ~ [ OFFICE TELEPHONE 
COT) STAFF AGENT 

RESIDENCE ADDRESS (IF STATIONED IN WASHINGTON) RES. TELEPHONE 


(ALL TEMPORARY. DUTY POINTS MUST BE SPECIFICALLY INDICATED. ! 


ITINERARY: 


JUSTIFICATION IW DETAIL: GENERAL STATEMENTS SUCH AS "OFFICIAL: BUSINESS" OR “CONFIDENTIAL: PURPOSES", ETC-, WILL NOT BE 
ACCEPTED. |F PERMANENT CHANGE OF STATION SHOW NAME, AGE, AND RELATIONSHIP OF IMMEDIATE FAMILY AND SHIPMENT OF 
AUTOMOBILE, HOUSEHOLD AND PERSONAL EFFECTS. 


DURATION OF TRAVEL: 
FROM 
CHECK ONE FOR STAFF EMPLOYEE: 


HOME LEAVE [__] PERMANENT CHANGE (7) Temporary outy [___] 
. Transportation to be procured 
Transportation to be procured by Transportation Dlv- C__] by Individual foes Justify: 


GOVERNMENT TRANSPORTATION 


MODE OF TRAVEL: . COMMON CARRIER c] 


Alrplane | a | Alrplane. | 
Vessel Cc) . Vessel C_] 
PRIVATELY OWNED AUTOMOBILE: [__] Motor Vehicle [__] 


- ALLOWANCE FOR PRIVATELY OWNED AUTOMOBILE RECOMMENDED ON: FOLLOWING BASIS: © 


la) _______. cents per'mile, not to excead cost by common carriers [==] 


lb} os cents per mile, as being more advantageous to the Government. — JUSTIFY: 


SPECIAL PROVISIONS: ‘I-E., EXCESS BAGGAGE, EXTRA FARE. TRAIN OR PLANE, OFFICIAL COURIER DESIGNATION, ADVANCE OF FUNDS, 
etc.! . ; 


DEFINE AND JUSTIFY: 


PER DIEM RECOMMENDED: 


AS OF (DATE) 1. Employee (is, is not) to report to Hdqrs. for_. _. days prior to 
2. pate of arrival at overseas station: 


APPROVAL (FOR CASES INDICATED) ; APPROVALS (ALL CASES) 


HOME LEAVE ONLY 


[7]. PERMANENT CHANGE OF STATION 7 
; _ SIGNATURE OF INITIATING OFFICIAL 


er 


[7] TRAVEL To FIRST POST OF DUTY ABROAD , 
; : : ITLE DATE 


ee 


| | RETURN FROM POST OF DUTY ABROAD 
a eer SIGNATURE OF CONCURRING OFFICIAL 


i 


DATE TITLE. - DATE 
FORWARD IN TRIPLICATE AFTER APPROVALS ARE COMPLETED 


Bae 895 26-207 | ~~ SSECRET 


SIGNATURE OF. CHIEF, CPD 


1 


‘ 
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: . THARAL TIT “.LIGRICE AGHICY.. 
“ashineton, 0, CG. 


16 vay 1952, 


. 
eae 
ae 
ol 
Sa air eerie os CL 


ee OIE Mu POR: ALL Chauffeurs 
OURGCL: Chauffeurs! Corps 
1. “e all wort for one of the most iaportant 
agencies in Goverment. Ib is my belief that we should. 
ie a ‘a + 4% wf ey ode 
have the smertest Chauffeurs! Corps in vsti bon = a 
Corps to which you wLLL be proud to belong, . In order 
for ug to achieve thet ambition each ian muet co his 
cuty faithfully, : 
2. therefore, I expect each of you to live up to 
the following code of a sood chauffeur: 
a, Drive carefully. : 
be Re courteous. : 
: c. De neat dn appearance, 
| ¢. Sitin the @riverts seat as a uastere 
a Dontt Louse. S18 
o, Dontt snoxnes gon" chew awa. when driving 
: MOH FEIUYIO DS « : te 
‘fg. ho not enter into conversation with . STATINTL 
MAGEONLILS EAU Gone as | - be 
ite PALL out pour Grout our's Record cercfull; | STATINTL 
anc aceuratoly. ae 
eC CaS 2 OLN 
: a : 4 7 
‘Z emetic e  PU MANS was poke 
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Prernrea t att f coe Le ea) fdministrotive Services 


2 ae “To 


| age f 


4 


en a cet en tp a Set Digi stere then peeerntaiamnrnematirameene tsa os pens we gin ei east ere 


f+ oy Pinel ty ae Pt Pion, srt ie Se Sean 


“EE nper mr emer ner anand orate fact pene Prenat 


7 HANNE NE aHE NA TE PANO OR CET PNM TA ERNE a EE TOOL IE 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 
STATINTL "2s | | : eae ao ne 2 


27 February 1951 — 


. MEMORANDUM FOR: AlL Personnel, North Building . 
~~ | | SUBJECT : Imergency Evacuation Plan for North Building 


In the event of an emergency during working hours, North 
Building will be evacuated in accordance with the following plan: 


i. Employees 


ae. Upon sounding of alarm, proceed at once to secure all 
classified material in safes and Vaults + Lock all safekeeping 
containers and vaults. 


b. Close and lock windows. 


ce. Collect personal belongings such as hats, coats, purses, 
wallets, etc., and take them with you. DO NOT FORGET YOUR BADGE. 


de Proceed from building, using stairways and exits described 
below, as instructed by your Assistant livacuation Officer, 


e- After leaving building, proceed to the area designated by 
your fvacuation Officer. Do .ot congregate around exits, adjacent 
Sidewalks, and driveways which may interfere with the Beuayahies 
of firemen and their apparatus. 


££. Employees will proceed via the routes and exits described 
below: 


FIRST FLOOR. Rooms 100-110, Employees will proceed to and 
exit through the main (east) entrance of North Building. 


Rooms 11-119, Employees will proceed to and out throush 
the emergency (west) exit in front of the elevator. Employees 
in Room 115 will leave by the emergency coor located at the 
east side of building and so designated as Kmergency Exit. 


SECOND FLOCR. Rooms 200-207. Employees will proceed down 
the stairway at the east end of the building and exit through 
the main entrance. 


Rooms 208-215. Employees will puede ie the stairway 
_ at the west end of the building and out through the emergency 
exit. The elevator will not be used for evacuation purposes. 


Employees evacuating through the two front entrances of 
North Building will proceed immediately across the driveway 


+ Artem mite man ent ment mee eME ITA ARI Arh 
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; \ : : . . 
; Ps 3 . ~~ 2» bec ) 


and will assemble in the area bevrond the fleg pole but will not - | 7 
cross "i!" street because of possible interference with fire 
equipment. 


L BASEMENT. All employees working in the cast end of the 
: basemcnt will exit through the omergency door at the foot of the — 4 
stairway nd procved around the east end of North Building and = We 
into the area between the driveway and the Naval Hospital grounds 
fence, All other employces working in the basement will proceed 
to the tunnel corridor and exit through the basement entrance to oO. ee 
Central Building and thence to the quadriangle between Central 
and South PUROEnEY 


2, Supervisors, A supervisor is def ined as being the senior indivi- 
dual present in any particular office at the time the alarm is sounded. : : 
i 


a. Upon sounding of alarm, instruct a co-worker ioe secure your 
classified material and safes. 


: . . b, Supervisor to take pre-determined | stations and direct flow 
of traffic from your assigned area, wing, or floor and preserve 
order . 


: | ie c, Supervise the securing of classified material by the 
i personnel under your juriedienions 


d. Make a visual check of the offices shder your japiediobion 
ee to dotermine that classified material has not been left cxposed and 
= that safes, vaults and windows have been closed, 


: e. When the area for which you are responsible has been © 
- : evacuated, report to the Evacuation Officer for further orders, if 


any. 
3. Assistant Lvacuation Officers. 


a. Upon sound of alarm, instruct a co-worker to secure your. 
classified material and safes, 


b. Proceed at onee to your pre-determined evacuation post. If 
it is an emergency cxit door, remove the bar from the door and direct 
employees in evacuation. Do not permit unauthorizcd persons to re-_ 
enter the building. | 7. & 


‘¢. When the all-clear id is sounded, per tit only properly. . 
badged Dereoue to enter the building. 7 a 


d. When personnel nevoseus entered the building, secure the — 
-assigned door by replacing the bar and metal pins. 


‘e. In the event of an evacuation the guard at Post cP Basement, 
North Building will be responsible for escorting the blind man to the 
nearest cxit to safety. 


Nga yey RAS DEE Beemer me sermeeeanne 
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i , ie . 
: : 4 * Veg i j 
{ i Joe 
a 
: . oo The following named iudiv diag! are hereby appointed 
ie — Assistant Evacuation Officers, assigned to the SDE Ee hy posts 
as indicated telow: 
. First Floor 
hy TL ee ee a 
r TI] ; 
: STATINTL Post No. 1 Direct personnel 
7 (Mein entrance to. from North Bldg. 
: North Building) — through the main 
i entranve,. 
, Post No. 2: 
(Emergency exit Direct personnel 
e 4, east end of through the emer- 
ie | building) gency exit. 
: | Second Floor 
: Post No. 3 - Direct. personnel 
7 (Head of stair- to proceéd by 
‘ way in front stairway to first 
; of Reom 201) floor through 
a main entrance. 
: Post No. u Dircet personnel 
te (in frent cf - to proceed down 
‘ Room 219 stairway to first 
: floor through the 
if emergency exit. 
; Basement 
: Post No. 5 Direct all per- 
: (At the head of sonnel from the 
f the tunnel west end of base- 
bE corridor) | ment area. 
4 Post no. 6 . Direce all per- 
p (Emergency exit sonnel through the 
L at east end of emergency exit and 
ae building) to clear the park- 
= ing area in rear 
na eo of North Bldg. 
| 4. Assistant Evacuation Officers arc responsible for: reporting 
i to the Principel Evacuation Officer their transfer, relocation or any 
: extended leave of absence; the instruction of personnel within their 
| : areas in the use of this plan; and the display of appropriate signs 
( . _-and litcrature that may be issued in connection with this. plan, 
eatin 
, | Principal Evacuation Officer 
| North Building 
. 7 (Extension 611) 
ie 
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Division Chiefs, Administrative Services Office 29 Jamary 1951 
Chief, Administrative Services 
Personal Mail 

le It is requested that all employees under your jurisdiction _ 


again be instructed to Comply with the agency regulation that they 
will not have personal mail addressed to them at the office, . 


' MEW s lw 


ce: Asst. to the Chief, Admin. Ser, 

Chief, Bldg. Main, & Utilities 
Chief, Real Estate & Const, 
Chief, Reproduction 
Chief, Transportation _ , 

Acting Chief, Machine Records Br, 
‘Chief, Admin, Files Section 
Acting Chief, Records Lcatrol Sec, 
Chief, Mail & Courier Section 


Chrono — 
Directives file 

Memos to all pers,.—~ 
Mal ¥ & Courier file 


kommen Serer. Yo-/ 
Froredure fel, | 
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STATINTL ; 
| eee jet : 
OIA FEDERAL CREDIT UNION ; Fg / : 
! . fl : 
Washington, D.C. | 7 
24 January 1951 6 ON 
| SUBJCT: Fourth Annual Meeting of CIA Federal Credit Union 
| : 
| | 
1. The Fourth Annual Meeting of the CIA Federal Credit Union 4 
| will be held Wednesday, 31 January 1951, at 4:00 p.m, in the 
oe as _ Projection Room of the Administration Building, 
! ‘3 2. At this time tho officers will submit reports covering 
the activities of the Credit Union for the calendar year 1950. An 4 
| ~@lection will be held to fill the vacancies created by the expira- ee 
| : tion of the terms of the following: — 
| : , 
| STATINTL 
E 3. All members of the Credit Union are especially urged to 
{ be present, Other interested civilian employees may also attend.,. 
However, only Credit Union members are allowed to vote. 
| | | me | President | 
ae DISTRIBUTION: All CIA Employees ; 
Ee ra I dea ad ee 
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: is 
- 7 CENTRAL. INTELLIGENCE AGENCY 

ia WASHINGTON 25, D. C. 

| —— | 

OFFICE OF THE DIRECTOR 
To the Head of Each CIA Activity: 

ye oe - I want to extend to you and to the members - 
of your organization my sincere wishes for a very 
MERRY CHRISTMAS and a HAPPY and SUCCESSFUL NEW YEAR. 
With these go my sincere thanks to all of you for 

| . your assistance and support. 

» STATINTL 

| | | 

. Director + 


Adct. 2 Mec. 50 
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- STATINTL 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 


ad se sale 2001/03/30 : CIA-RDP81 -00728R000100040034- 3 


; vo as CENTRAL INTELLIGENCE AGENCY 
: WASHINGTON 25, D. C. 


On 7 October 1950 I will relinquish the position of Director of 
Central Intelligence to Lieutenant General Walter B. Smith, United States 
Army. 


I cannot depart without expressing to each individual member of 
this Agency my heartfelt appreciation and gratitude for the fine and loy- 
al support which I have received during the more than cares years I have 
held my present office. 


We have experienced together the hard knocks, the real difficul- 
ties, and the successes involved in our mutual responsibilities, and I 
can say honestly that we have made. very considerable progress together in 
a field beset by PompTeReeees and Eeobiene always inherent in pioneering 
anew field. 


. I am sure that each of you will give to your new Director, General 
Smith, the same loyal and vigorous support which I have received, and 

. that the. Central Intelligence Agency will continue to grow in capability 
and stature uae his leadership. . 


I wish continued success and neppinees for each of you, and you 
may be sure that I will miss our association when I have gone. 


R. H.. HILLENKOETTER 
Rear Admiral, USN 
‘Director of Central Intelligence 


| -- STATINTL 
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’ CIA FEDERAL CREDIT UNION | : , ' 
Ee [ . fs ae, _ Washington, D.C. 7 
: - | | 20 January 1950 5 


SUBJECT: Third Annual Meeting of CIA Federal credit Union 2s _ 


1. The Third Annual Meeting of the CIA Federal Credit Union 
Will be held Tuesday, 31 January 1950 at },:00 p.m. in the Projection » 
Room of the Administration Building. 


é. At this time the officers will submit reports covering the 
activities of the Credit Union for the calendar year 199. An 
election will be held to fill the vacancies created by the expiration 


- of the terms of the following: 


Board of Directors - 
nee ee * 


Edward R. Saunders 


 STATINTL 


- STATINTL 


Creme abl members of the Credit Union are eSpecially urged to be 
present. Other interested civilian employees may also attend, 
However, only Credit Union members are allowed to vote. 


pa © tae | a EDWARD R. SAUNDERS = sts 


President... 


‘DISTRIBUTION: All CIA Employees 
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AF 


but 2 1949 


| : MEMORANDUM FOR: Assistant ULrector for Reports and sstimetes 
| P Se | Assistant Director for Yollection and Dissemination 
| : Assistant Director for Setentifice Intellirsence 

ie Assistant Uirector for Operations 

zi ; Assistant Director for Policy Coordination 
| : . Assistont Uirector for special Operations 
Ok Chief, Coordination, Unerations and Foliey Staff 

| ~Uhief, Advisory Council a 
7 General Counsel, Legal Staff 
may : Vhiel, Inspection and Security Staff 

; Chief, Administrative Stuff 
Chief, Special Support statr 
Budget Urficor = ey 
Personnel Director 
Management Officer 


_ ees SUBJECT: Government Lnployees Health Association Armual Meeting. 


5; vide for an annual meeting of its members to bo held on the first, honday 
ae in January of each year at 10 AM 


a . Le “hie bylaws oi the Govermaent lusployees ilealth Association pro- 


2, The first Monday in January 1950 is an official holidey, there- 
fore, this annual meeting will be hold in the Projection itoom of the 
Administration tuilding- at 10 AM, Tuesday, % January 1950, 


— S. Lt is requested that all personnel who ere members of this 
Association be invited to attend this moeting. 


jsf 


a Officer 


Ongirel ented dag hig, Cllrrans Wiel, 2 ou. 17 
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30 November 1949 


_ MEMORANDUM FOR: Audit stefe | 
. Chief, General Services Branch 
Chief, Reproduotion Branch 
Chief, Transportation Branoh 
Acting Chief, Supply Branoh 


\ 

: att | 

| - FROMs Chief, Services Division 
| SUBJECT» Lunoh Periods 


Confirming the meeting held in my office this morning, 
each Branch Chief is instructed, insofar as possible, to have 
key personnel on duty at all times 4n the various offices of 
his pertioular Branohe Lunch periods will be staggered so that 
all key personnel in an office will not be out during the sane 
time. This will eliminate possible delays in transacting business: 
and handling problems or questions aris 


STATINTL 


MEW tng “ _ 
oo: Chief, Administrative Staff 
Chrono 
MIM Procedure file RG Ba 
- MIM Notices to 221 Personnel ~~ 
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30 November 1919 


MGMORANDUM FOR: Chief, Services Division 
Chief, Medical Division 
. Acting Chief, Personnel Division 
Acting Chie!, Fiscal Division 


FROM +t Chief, Administrative starr 
SUBJECT : Iamch Perlods 


_ It has been brought to ny attention th 
some offices all key personnal are out ane rn 
Luncheon period at tha same time. This hag caused 
_ some inconvenience to individuals attempting to 
transact business with these offices, Tt is desired 
aay ted eee} repeat to stagger the lunch hours of 
Paonne varlous office branche 
to alleviate this condition. is ies ae : 


an 


STATINTL 


AVE:pon 
cc: Chief, Services vo 
Chief, Medical 
Act Chief, Personnel 
Act Chief, Fiscal 


oy yt mint 
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7 ; Reset Oe ye 8 duly 1949.00" in 
MEMORANDUM FOR ALL EMPLOYERS OF THE SERVIOES OFFICE, OVERT BRANCH 


The Government Employees Health Association, which was _ 
. organized within CIA on 15 July 1948, makes available a group 
| a plan of hospitalization to employees who are not eligible for 
a the other group plans within tho Agency. This plan is under- 
written by the Mutual Benefit Health & Accident Association of. 
Omahae . a 


The rates are as follows: 


Monthly 
: I. Single member only Gil e@60 
Ete a * II. Married member and spouse 4675 


III. Married member, spouse and all children 6.00 
: TVe Member and all children, where there is 
no adult dependent 4.75 


The Association requires payment of a membership fee of 
91.00 and payment of two months! premiums at the time application 
is made for membership. 


If you are interested in joining the Government Employees 
i Health Association you must act ‘promptly as the membership will 
- STATINTL be closed as of 31 July 1949, 


: For further information and application see a 


Room 201, North Building, Extension 785, 


SSE Rs @rtersmererey 
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; = 31 August 1949 , 
E TOs. All Sarvices Personnel ae . 
i SUBJZCT: Special Dividends on Nationnl Service Life Insurance 
| ia . Rofcrenco is made to the special dividonds payablo 
1 be to vetorans and servicomon on National Service Lifc Insuranca 
> policies issucd aftcr @ Ootobor 1940.6 Tho dividends are not 
| e. bw _ payable on insurance issucd aftor 31 Docombor 1947, or insurance 
| a which was in foree less than 3 monthse 
be TATINTL ie se Ti ee eee 
a STAI Anyono cligiblo for such dividends in tho Sorviccs 
7 Offies who has not filed application for samc and wishes to do 
i so may obtain application forns. from 
f Extension 651, Room 200 North Buildinge 
-E . 
bi STATINTL a a . ; 
; ! 
F : 
i Sorviccs Officor 
a i 
E i 
4 
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“STATINTL 


Cy ps ee Ae eae Noa ae 
| CIA FEDERAL CREDIT UNION | a6 “3 
Washington, D.C... 


ee ne TN ATI TF 


19 January: 1949 


— SUBJECT: Second Annual Meeting of CIA Federal Credit Union 


1. The Second Annual Meeting of the CIA Federal Credit Union 
will be held Monday, 31 January 1949 at 4:00 p, m, in the seg 
fe _ Room of the Administration Building, 


| a. 2, ‘At this time the officers will submit reports covering the 
activities of the Credit Union for the calendar year 1948, An 
election will be held to fill the vacancies created by the expiration 


Lf - of the terms of the following: 

: . PUP « Board of Directors | 

| STATINTL 

; 

| ‘ : C sat Committ 
STATINTL: real Omm1ittee 


oe | ‘Supervisory Committee 
STATINTL i 
: 3, All members of the Credit Union are especially urged to be 


present, Other interested civilian employoes may also attend, 
- However, only Credit Union members are allowed to vote, 


t 
{ 


STATINTL : e3 s va oo ee ae 


“EDWARD R. SAUNDERS 
' President 


DISTRIBUTION: All CIA Employees 
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3 January 1949 
PEMORARDU FOR: ALL SERVICES OFFICE LI'PLOYEES 


STATINTL As contomplated by Goncral Ordor [ona 


I have been desipnatod the 


Services Officcr, ClA. 


I wish to tal.c this opnortunit; to let all 
enployecs of the Services Office know that I plan. to 
visit the various sections and have the pleasurc of 
meoting cach individual personally. It is a pleasure 
to be uble to work with a group that has enjoyod such 
outstanding commendations from cll of CIA. I expect 
that everyone will continue to render execllont and 
efficiont service to all CIA activitics. I do not 
contemplate any chunges in personnol or ussigmments 
et this times . . . 


Should any: individual have eny problems, 
personal or otherwise, that their immedi:cte super- 
visors cannot hulp them with, I wish to adviso that 


the door to ny office is always opons 


At this time I should like to extend best 
wishes for the New Year to all Serviecs Offico om- 


vloyees. 


SO 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 


| 7A : | oie 5 October 1918 


i MEMORANDUM TO ALL CIA Ei{PLOYRES : 


SUBJECT: Community Chest. , 


1. Most people will help a stranger who is in trouble, but all 

_ of us will come to the aid of our own people, Itis for this rca- 
‘son that I am calling your special attention to the Red Feather Can- 
paign of the Community Chest Federation now under WAY 


2. The National Capital Community is our community. Government 
workers and their families make up about one-half of its population, 
| | : They need arid use the same social and recreational services, the 
same insurance against privation and juvenile delinquency, the. same 
hospitalization privileges as do the rest of the peoople here. 


3. Government employees this year are being asked to give about 
wne~third of the total increased goal needed to mevt the minimum com= 
munity needs, including the reorganized USO, 


le Surveys show that in the programs of the 10h agencies 
financed through the Community Chest Federation » Government workers 
and their tamilies make up about onc-half of the total persons 
: . served. One-third of the GIVE for the cne-half of the TAKE is a 
| ie : _. good deal. : Cee | 


5. Inflated prices are hitting all of us hard these days, I 
Know you will realize tnat the many low-income groups ainmcng the 
: Government workers are among those who will suffer the economic and 
physical hardships that the Chest agencies help to alleviate. 


6. The need is greater than before. You are being asked to be 
more generous. Instead of an immediate cash donation, you are urged 
to take the easier way of making a larger contribution by paying it 
each pay day or in monthly or quarterly installiuents, Cur goal this 

year is the contribution of one day's pay per employee. 


i 7. The President of the United States re gards ‘this community 
Be effort as a major duty and responsibility of us all. As Chairman 

. for the drive in CIA, the Director personally heartily endorses the 
i purposes of this drive which merits the full support of all of us, 


i 
On 
fo 
5 
4 
& 
n 
fre 
i 
Z 


STATINTL 


BE. K. WRIGHT 
oh Brigadier General, USA 
Acting Director of Central Intelligence 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, c, 


MEMORANDUM FOR ALL CIA ‘ELIPLOYEES 


SUBJECT:  Cortification of Momborahip in the U. 8. Civil Sorvico 
Retiromont Syatem — | : 


1, Your Cortificato of Mombership in tho U. S. Civil Sorvice | 
Retiroment System ia attached. This Cortifionte describes tho 
benefits and privileges you Onjoy aa a momber of the U, S, Civil 
Service Rotiroment Plan, as woll as your obligations for socuring 
such benefits. It should be’ kept in c safe place, along with other 
valuable papers for tho uso of your’ family or beneficiary in an 
omorgency. 


2. This Certificate has a place on tho back for recording 
your service. Unfortunately, complete service records for all 
employees aro not roadily available und it is not possible to 
complete this record for yous You should record thig service ag 

“Accurately as you can from records in your possession. Hereafter, 
you should ontor every personnel action you receive, 


8. It is sincerely hoped that thio Certificate will be of 


real assistance to you in understanding the Civil Servioc Rotirement 
System, 
Chief, Porsonnel Branch 
~  Attachmont 
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ST MUNIE . 11 February 1918 
MEMORANDUM 
TO: All Employees of Services Branch 
FROM: © Chief, Services Branch 


SUBJECT: Volunteer Blood Donors 


1. The American Red Cross is sponsoring a drive for volunteer 
blood donors and have set their goal for 30,000 donors, | 


2. The ioiartoan Red Cross will establish a blood donors bank 
for use by various hospitals in this area. The blood will first be 
donated to various véieran hospitals and the remainder will be for 
use by civilian hospitals and individuals who: may request donations 


from the Red Cross. 


3. Individuals donating blood are required to be over 21 
years of age and are advised that donations should not be made. more 


- than five times in one year. 


STATINTL bee | — ee interested in making a donation should contact 
mere | Room 200, North Building, Extension 785, not 
ve | later than February 18, 19.8. Pia ng 


STATINTL 


Chief, Services Brarfch 


SMO Ran eee emer ins: 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


| . . 4, te -Q February 1948 - 
MEMORADUM FOR ALL EMPLOYEES 


SUBJECT: siareiains wad Campasen : for the National Symphony eavhsetee 
| Association. 


l. The Sustaining Fund Campaign for the National Symphony Orches- 
tra Association is now being conducted by that Association and will con- 
tinue through 20 February 1948. The Heads of all Executive Departments 
and Agencies have been requested to participate in this Campaign and the 
following letter has been recelved rom the Government Committee of the 
Orchestra Association: 


4). and the nights shall be filled with music. i 


"That Washington! s nights -- and days and summer evenings -- 
are sO well filled with Lhe world's finest, music is to the credit of its 
National Symphony Orchestre: 


es brings Gey pilessuire through its summer Watergate series, its 
winter concerts, radio broadcasts and special neighborhood concerts. It 
plays an important part in the education of our children through its work 
in the schools. Its corps of finest musicians are available for ballet 
performances, for concerts at the art galleries and for special music pro- 
grams in the churches. 


- "To finance a great Symphony Orchestra antirehy from ticket sales 
would make the price of admission so high few could afford it. Public 
subscription to a Sustaining Fund absorbs this extra cost and keeps the 
price of tickets down to the level we pay for theater seats. ; 


7 "Because the Public Servants of Washington -- members and employees 
i? of the International, the Federal and the District of Columbia government 
2 offices -- constitute the largest single group of those who enjoy the Orches- 
tra, the National Symphony Orchestra Association turns to us for help in 
its Annual Sustaining Fund Drives. 


"Bach of you who enjoys good music, or ig interested in the educa- 
tion of your children -- each of you who believes as we do that the National 
Symphony Orchestra is one of our greatest cultural assets -- is urged to 
help support this campaign between February 3 and February 26. 


"Key workers have been designated in each agency. Go to yours 
today -- go now, while you have this letter in your hand -- and lend 
your support for good music in Washington by adding your contribution | 
small or large. 


"Together we can do what no man can do alone; make certain that 
in the future, as in the past, Washington shall have great music." 


e Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 


S _ Approved For Release eOOtO SIO CIA-RDP81 -00728R000100040034- 3° 


Vo etpeet 


2. The goal in the Campaign has been set at $165,000, The Board 
of Directors of the Orchestra Association has announced that if this 
» amount is not rdised the Orchestra will be disbanded end the money 
returned to the individual contributors. Therefore. ‘any sum which you. 
_. desire to give WLLL be gratefully accepted. The following volunteer 
7 | key workers in the various offices of CIA ere prepared to accept contin 
So butions ‘from anyore desiring | to aid in this’ penpesene 


~STATINTL 


‘ 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
STATINTL 


. Executive for | 
Adninistration and Manager ent 


DISTRIBUTION: . To All CIA Inployees 
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£16.20 


‘2 15.00 


14.00 
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8.00 
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6.00 
5.2.00 


1.00 


on -Be00 


2.00 
1.00 


£00.00 
TOTAL CHARGE 


AMOUNT OF INTEREST CHARGED BY THE CIA-FEDERAL CREDIT UNION Of A $1c0, 
LOAN REPAID IN TEN EQUAL MONTHLY INSTALLMENTS AS COMPARED WITH CHARGES 
EADE BY SOME BANKS AND FINANCE CORPORATIONS FOR A SIMILAR LOAN 


“CREDIT UFION 


NOTICES 2 : 
Are you seriously thinking of 
borrowing money? 


If you must borrow, see your 
CREDIT UNTON. 


There you’will find it simpler 
to borrow, and a whole lot 
easier to pay it back, because 
it costs you LESS. 


CREDIT UNION SERVICE is handy, 
speedy, confidential and 
friendly, 


a ad 


SOME BANKS 


“SOME FINANCE 
CORFORATICNS 
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SUBJECT: CIA Federal Credit Union 


1, Establishment 
frbidnhatacbetectall ely 


2. Federal Supervision. 
ne + 


. . The Federal Deposit Insurance Corporation has the responsibility : 
of carrying out the provisions of the Federal Credit Union Act and the 7 1 
Supervision of the activities of all Federal Credit Unions. The books and 
records of the CIA Federal Credit Union are examined each year by a Federal 

Deposit Insurance Corporation examiner, 


3. Management 
eines = Slo saa : 


The affairs of the Credit Union are managed by: 


&. Board of Directors, consisting of five (5) members, 
who shall: . a . 


(1). Act upon all applications for membership; 
(2) From time to time fix the amount and character of’, 
- and approve surety bonds required of any persons aa 
handling or having custody of funds, and may | 
_ authorize the. payment of the premium or premiums 
therefor; ; eh an 
(3) Recommend the declaration of dividends; 
(4) Fill vacancies in the Board of Directors and in 
a the Credit Committee; ian a " = i 
(5) Employ, fix the compensution and prescribe the 
_. . duties of such employees as may, in the discretion 
of the Board of Directors, be necessary; 
(6) Determine from time to time the maximum number of 
- shares that may be held by any member ; 
(7) Determine from time to time the interest rate on 
loans and the maximum amount that may be loaned, ; 
with or without security, to any member within the i 
limitations prescribed by law; | . 4 
(8) Authorize and Supervise investments other than 
loans to members; t 
(9) Designate the* depository or depositories for the 
_ funds of the Credit Union; 


SNE T AMMO Secret TIMI Y aR NNR rent rinee e erser neon inane natn iraccmmorn Way Items} Heo, STONERS Wall ARO ALUN Ni BALMER ve and A a ot acne pe 
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(10) Authorize borrowings and discounting operations 

within the limitations prescribed by the Federal 
Credit Union Act und regulations issued thereunder we 
by the Federal Deposit Insurance Corporation; | i 
- Ct) Authorize the chargesoff of uncollectible loans; 4 
| Ga: erect Committee, consisting of three (3) members, whose a 
“duty Is to approve or disapprove applications for loans | - 


and to determine the security, if any, which shall be 


required for each loan und the terms upon which it shall 
be repaid. 


c. Supervisory Committee, consisting of three (3) members, 
whose duty is to make, as of the end of each quarter, 
an examination of the affairs of the Credit Union 
(including an audit of the books), and to make a written 
report thereof to the Board of Directors; to prepare 
and submit to the members «wt each annual meeting a written 
report on the condition and affairs of the Credit Union 
and to prepare and submit such reports as the Federal 
Deposit Insurance Corporation may require. 


4a. Elections 


‘The Board and Committee Members are elected by the members 
of ane Credit Union at the annual meeting held during the month of Janunary 
each, year. The first annual meeting of the CIA Federal Credit Union will 


be held in the Projection Room, Administration Building, at 4:00 Ps i. On 
Friday, 30 January 1943, , 


The officers of the Credit Union are: a President, a Vice-. 
President, a Treasurer and a Clerk, all of whom ore elected by the members 
of the Board of Directors and from their number. 


De Nembership 


Membership is limited to civilian employees of the Central 
Intelligence Agency in Washington, D. C. and adjoining counties in Maryland. 
and Virginia; members of their immediate families; and organizations of 
such persons. | . 


An applicant may be admitted to membership by executing an 
Application for Membership Card and paying an enerance fes of oe together 
with a payment of 25¢ toward the es of a Be 00 Bhar 


6. Bares 


“he value of a share is 45,00. Any member may pay into the 
Credit Union any sum- from 25¢ to $500.00, provided such payment does not 
make the share balance. in excess of $500.00.. A member with a share balance 
of $500.00 or more may deposit at the rate of %20.00 per month thereafter, 
Withdrawal of shares may be made at any time provided the member does not 
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have an outstanding loan balance. in excess of his share balance. Nowever, 
the Board of Directors has the right, if deemed. necessary by them, to 


require members to give sixty (60) duys notice of intention to withdriuw 
the whole or any part of the amounts so paid in by thom, 


7. ‘Loans — 


Upon proper application loans may be made to members for 
provident or productive purposes sud¢h as, medical and hospital expenses, 
vacations, liquidation of accumulated bills, house and car repairs, family 
EXPSREE etc. Members are required to have a share balance of at least 

#5.00 in order to muke an upplication for a loan. A loan limit of "100,00 
hee been established by the ‘Board of Directors, 


All eres for loans are referred.to the Credit Committee 
which meets on Thursday afternoon of each week. Action will be taken by 

the Credit Comaittee on all loan applications received by noon on Wednesday 

of each week, The Committee in reviewing loan applications takes into 
consideration the purpose of the loan, length of applicant's service with 

Cif, previous loan record, if any, applicant's salary und his outstanding 
obligations. The Committee, in considering the purpose of the loan, determines 
whether the loan sought is for a provident or productive purpose and also 
wheti.er the loan will be of a pronapie benefit to the borrower, 


Each application for a loan must be approved by a majority of 
the entire Committee and by ull members of the Committee who are Dresons at 
the meeting at which the loan aplication is considered, 


The Committee also determines the security, if any, which 
Shall be required for aah loan and the terms upon which it shall be repsid 
The terms are usually $5.00 or $10.00 per payday, plus interest, with the 
requireent that at pes 25¢ shall be paid on shares with each loan repuyment. 
The compulsory saving requirement was instituted by the Board of Directors 
with the idea of encouraging the habit of thrift through systematic savings. 


8. Reserve for Bad Loans 


The Credit Union is required oy the Credit Union Act and the 
Bylaws to set aside all entrance feeSand fines (the Board of Directors has 


waived the assessment of fines) and. twenty (20) percent of the net earnings 
of each yeur (before declaration of any dividend) as a reserve against possible 
bad lours. 


9. Interest 


The rate of interest on loans 4s 1% per mouth on. the unpaid 
which includes all charges incidental to making the loan. at this 
rate a loan of $100.00 repaid in monthly installments of $10.00 will cost. 
a total of 35.50 in interest. The rute charged by the Credit Union is from 
1 to 2% fone than the rate charged by the various small loan companies. 


- balance, 
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YESS cease coy 
TREES PRESS Se es oa 


10, Location ' 
i, The Office of the Credit Union is located temporarily in 

bs ~Koom 205, Central Building, Further information may be obtained by calling 
STATINTL tho Assistant Treasurer, NNN on Extension 723. 


STATI NTL 


BDWARD R. SAUNDERS 
President 


wg ik LAWALL ternnetaene nemttae cae ae wot lndasgah (ueveeteat aking Ni Se re 
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will be held Friday, 80 January 1948 at 4:00 p.m. in the EEO Jeet tors 
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CIA FRDRRAL CREDIT UNION 
Washington, D. C. 


16 Junuary 1948 


SUBJECT: First Annual Meeting of CIA Federal Credit Union 


Ex. The Pirst Annual Mecting of the CIA Federal credit Union 
Room of the Administration Building. 

2. At this time the officers will submit reports covering the 
activities of the Credit Union since organization. Officers will be 
elected for the coming year. 

&. All members of the Credit Union are especially urged to be 


present. Qther interested civilien emplovees may also attend. However, 
only Credit Union Members are allowed to vote. 


EDYARD R. SAUNDERS 
President 


DISTRIBUTION: All CIA Employees 
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-STATINTL OT of in BREA he oe 
Bate, : CENTRAL INTELLIGENCE AGENCY 23 
wae, & tage Washington, D.C, 


‘ : ae : re oy 


Memorandum te Fach Employee of CIA ae 4 November 1947 


oe 
es ‘ 


me TH time has again coné ‘for the. Gentral Intelligence Agency to do . 
_ its-part, in the Community, Chest Drive: ' It:has:-been' my privilege to, be. 
designated as’ chairman for the drive in: the CIA, I: know of no better 
iay ta.senve your community than to 6 ibiite partugf your earnings 
~— toCRTMMuse, It is my sincere hope that each of you feel. the same 


way and will give as much as you can afford, 


I have appointed’ Mr. L, T. Shannon as" Vice Chairman of the CIA 
Drive and am asking each Assistant Director, the Executive for I&S, 
the Executive for AGM, and the Chief, ICAPS to appoint Division Chair- 
men for their respective offices and staffs, Each Division Chairman 
will appoint a keyman for each 1525 employees in his office or staff 
to assist him in accepting contributions and in the necessary book= | 
keeping, -. 
The Community Chest Federation = National Capital Area, was 
founded ‘in 1928 and this campaign will mark the twentieth year in 
which Government employees and other residents have been asked for 
support, The Federation is an organization composed of the six Com= 
munity Chests in the Metropolitan Area, comprising welfare agencies 
which are united for better community service and for the purpose of 
-Taising the necessary funds through one single campaign rather than 
‘through many, appeals by individual agencies. You will be given a 
list of these agencies before you are asked for your contribution, 
_ which may be designated for any agency on the list, 


For many of you, the big question will be: "How much should I 
give?" “You alone can answer this question. ‘As you are making your 
decisiany please remember that your gift’is utilized to finance the 
,work and programs of the one hundred and twenty agencies comprising 
the Community Chest Federation, including the Community Chest of Arling- 
ton, Fairfax, Montgomery, and Prince Georges Counties, and the cities 

a of-Angedria. and Washington. The sceke- ‘below hasswesrr-suggested by 
a representative committee, It is predicated on the overall campaign 
quota of $3,900,000 and has been estimated for the average person with 
two dependents, Please remember that these figures are only a sug- 

gested guide and you should feel in no way obligated to give according 
to this scale if you cannot afford it. - 


Approximate % of 


_ Annual Salary Suggested 
Annual Salary Contributed | Contribution 
$2000 = $4000 3/10 to 4/10 of. 1% $6.00 to $12.00 
$3000 =. $4000 4/10 to 5/10 of 1% ~ $12,500 to $20.00 
$4000 = $5000. 5/10 to 7/10 of 18 == $20.00 to $35.00 
$5000 = $6000 7/10 to 9/10 of 1%: * $35.00 to $54.00 
86000 = $7000 9/10 of 1% to 1% $854.00 to $70.00 
$7000 = $8000 1% to 11/10 of 1% $70.00 to $90.00 
oe 88100 and above 1.25% and up $100.00 to $250,C0 
(3354) a | 
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4 enemy 


It sa any -aundetistending ‘thet: ‘pesidénee: drives commence on 6 | Novem 
ber 1L9A7.  Ous; drive | wildenot be underway, until a few days later, It. 
WALT he apprepiated Af you. will wait untdl “our Commurlity : Chest: orgarii~ 
netion is established snd then make your contribution to the. designated” 
keyman in your organization.in-order that the CIA may meet. Lts quota. , 
This wil] not provent you in designating. your contribution or any 
agency you desire in your area. of i cammcued 1 ; 


May I ask “that you, let. your: standard. of Living bs. your guide 
for giving.to this worthy sea me Py a 


a ae STATINTL 


Rear Admiral, USN- 
Director of Central Intelligence . 
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- | = 8  RESTRTOTRD a BRAD 768 
oe | | QRNTRAL INTRLLIGENCE AGENCY = | mg 
Bs a washington, D. C. . 74.9. mM. ~ Gk, 


12 January 195. \ ees 
MBMOLARDUM FO: Zach imployee of CIA : 
SUBU wr -s Unauthorised asers sure of classified information 


lL. Tt is a notter of particular concern that. every CIA employee 
having access to classified information realise his personal rasponsi-= 
bility to his country for preventing. the unauthorL sed Gisclosure of 
such information in any mame, 


. 2. Tach of vou has peesincas security indoctrination on this mat- 
ter and each of you should be familiar with the provisions of our se~_ 
: curity regula th ons quoted bolow: 


"any person on cuty with GLA who, with deliberate in- 
tent or through gross negligence, causes classified in- 
formation affecting the national security to be conveyed 
to wnswbhoriaed porsons is subject to the penalties pro- 
vided for by. the Zsnionage Act. Public or privete dis= 
cussion of classified data with, or in the presence or 
hearing of, ony person not authorised to have knowledge ee 4 
thervef is strictly vorbidden. CIA members will rofrain 29X1A : 
from civing unauthorized persons any information about 
their work, ' 


3. JI am sure that I-can count on your full cooperation and com= 
pliance, 


WALTER B, SHITH 
Dirsctor 


DISTRIBUTION: No. 5 


RESTRICTED - | tot fe Gnd 


sees aR tea ome meet ae ne Meet ot een cehh mma Stee itn ae eee Hen the tenes teense amas pear estate a ci oo HEE em ete apa sae 


* Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 


